
Teacher’s Guide to Writingthecity.com 
 
 
 

1. The process of 
registering for your 
online e-zine begins at 
http://www.writingthecit
y.org 

2. Once you arrive at the 
page to the right, you 
will need to choose the 
“Register” tab at the top 
right. 

3. By clicking “Register” 
here, you will be taken 
to the registration 
screen: 

 
 
 

 
4. Here you will be asked to choose 

your username and password.  
Also, you must enter your class 
name and password, which the 
students will enter to access the 
site and submit their writing or 
read other student writing. 

5. Notice also that your account must 
be approved in advance before 
you can begin working on it.  I 
have taken care of this for you. 

 
 

6. Once you have determined those factors, you will move to the next section, where 
you will enter the title of your e-
zine.  This should be something 
that is creative, yet lets the student 
know they are in the right place. 

7. These two fields will help you and 
your students locate your page 
quickly when navigating on the 
web.  Just add a single word in the 
box as an identifier. 

8. Then add a quick description. 



 
9. Your e-zine will contain as many genres of writing as you want.  

Writingthecity.org gives you 
choices, but you can also add 
more as you see fit.  

 
10. Select or deselect the types of 

writing you want, or add 
additional types at the bottom of 
this section. 

 
 
 
 
 
 
 
 
 
 
 

 
11. The next section asks for your school information.  Use the drop-down menu to 

find your school. 
 
 
 

12. Next, pick the layout and background of your 
page.  NOTE:  The choices are limited, but you 
will have some more choices in the pictures you 
have in the main frame of the website. 

13. The last thing you need to do is to agree to the 
terms of use for the site (read them first). 

14. Hit Submit! 
 
 
 
 
 
 
 
 



Your Site 
 
 
A few areas of interest: 
-All articles submitted will appear here: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   
 
 
Once you have created the site space, you will need to know how to manage the page.  
Use the Control Panel to work through that.  Follow along to see the features that you 
have control of and how to publish student writing.  
 

 
1. Click on Control Panel to access the “behind 

the scenes” areas of your website.   
2. This takes you to the following menu options: 

 
 
 
 

 
 

 
 

A feature article can appear 
here if you choose 

Navigation Bar 
 
 
 

Admin: Submit 
an article of 
your own,  

Control Panel, 
and Log Out 



3. The “settings” page is where you will set up the URL for your page.   
4. Enter the 

title of 
your e-
Zine here. 

5. Here you 
will enter a 
single 
word that 
will attach 
to the end 
of the URL 
so that 
students 
can 
navigate 
directly to 
the site. 

6. Describe 
your e-
Zine here. 

7. Add your 
school and 
save. 

 
 
 

8. “Theme” and “Images” deal with the look of your site, so feel free to make it as 
unique as allowable.   

9. “Sections” allows you to customize at any time the visible genres on your site.  If 
no longer want a certain section of your classes’ writing to be visible, you can 
remove the whole section here.   

10. “Class Account” is where you will establish how your students gain access to the 
site and how they are able to publish their articles.     

 
 
 
 
 
 
 
 
 
  

 
 

http://write.teachingmatters.org/YOURSHORTCUT 

All of your 
students will use 
the same username 
and password.  
They don’t have to 
register at all with 
any personal 
information.  So 
choose something 
that is specific to 
your classes and 
that they will 
easily remember. 



  


